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Retirement — Collecting Member Contributions in Arrears

Purpose

Trigger

Prerequisites

End User Roles

Use Additional Payments infotype (0015) when additional Plan 3 member
contributions are due based on arrears payments earned when the member
was in Plan 2.

Perform this procedure to correct retroactive retirement plan
underpayments.

A Plan 3 employee was underpaid in prior pay periods and was in Plan 2
during all or some of those pay periods. HRMS automatically calculates the
adjusted contribution at the P2 rate, but the employee should receive the P3
rate for the entire adjustment period. Agency users will manually calculate
the required adjustment (the difference between the Plan 2 and Plan 3 rate
for the underpayment period,) and then enter the adjustment in HRMS as a
Wage Type 2989.

e Employee was underpaid and also changed retirement plans during
the underpayment period, resulting in insufficient retirement plan
contributions.

o Agency user determines from payroll reports that an underpayment
has occurred requiring and adjustment.

e Agency user calculates the amount of the retirement contribution to
be adjusted in HRMS.

In order to perform this transaction you must be assigned the following role:
Benefits Processor

Change History

Date Change Description

4/25/2005 User Procedure created

5/9/2006 Edits

2/7/2012 Screen shots updated to match current system. Note on step 8
updated/clarified

Menu Path Human Resources I Personnel Management B Administration @ HR Master

Data Bl Maintain

Transaction Code PA30
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Reference

| DRS Handbook, Chapter 6

The system may display three types of messages at various points in the process. The messages
you see may differ from those shown on screen shots in this procedure. The types of messages

and responses are shown below:

Message Type Description
Error Example: & Make an entry in all required fields.
o @
Action: Fix the problem(s) and then click "% (Enter) to validate and proceed.
Warning Example: (_D_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

®

Action: If an action is required, perform the action. Otherwise, click

& (Enter) to validate and proceed.

Confirmation

0, @

Example: & Save your entries.

Action: Perform the required action to proceed.

State of Washington

20of7


http://www.drs.wa.gov/employer/EmployerHandbook/

Title: Retirement — Collecting Member Contributions in Arrears (PA30)

Procedure

1.

2.

Start the transaction using the above menu path or transaction code PA30.

=
| HR master data Edit Goto Extras Utilities(M) Settings System Help
|@| 1 dH e SHE DDLOD BE @@

Maintain HR Master Data
D[]l mfeBa] 2]
I || II%“[' Personnel no. |

Find by |
2 ":ﬁ Person
|H Collective search h
|H Search Term
|H Free search

B Ini test Payroll | Benefits , Time Recording , Addtl. Personal Data iy (1]
| ] Infatype text [E 1l 1 [Period
Actions [+]| | O Period
| |organizational Assignment ] From |61/81/1886|To  [12/31/9999
| |Personal Data O Today O Curr.week
| |Addresses @ All O Current month
| [Planned Working Time O From curr.date O Last week
| |Basic Pay (O To Current Date (O Last month
| |Contract Elements O Current Period O Current Year
| |Pate Specifications =] FE Tones |
Family/Related Person [+]
Direct selection
Infotype | ST)"| |

Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Personnelno. | R The employee’s unique identifying number.
Example: 40000235

Click ﬁ (Enter) to validate the information.

Click IMI to select.

Click to box to the left of ||_|Additi|:|nal Fayments " t5 select.
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=
HE master data Edit Goto Extras  Utilities Settings  System  Help

@ B dHICe@ CHE DDOLD BE Q@
Maintain HR Master Data

Cl7l @@ []
LN T | Personrel no. [omEazas] |

[Find by |[ wame  [PHILLIPS MICHAEL |
~ @ Person Persarea [1110|Dept of Persannel EEGroup . Civil Service Exempt
ﬁ gggfccr:‘\f;;am“ PSubarea 0003 | Exempt EESubgroup (01| Monthiy(M) OT Exe.. Status Active
Hi Free search _
Basic Persanal Data g sERT [ Benefits { Time Recording { Addtl. Personal Data q F||| A
I:I:“I“I‘ Infotype text |S| |_| FPeriod
Basic Pay o [+l | ®Period
| |Recurring Payments/Deductions v [ From | [T |
Additional Payments | 4 O Today O Currweek
| [Cost Distribiution L4 O Al O Current month
_Elank Details L4 O From curr.date O Last week
_ExtemalTransferﬁ O To Current Date O Last month
_Payrull Status v O Current Period O Current Year
| |[Residence Tax Area o = |E Tl |
Wiork Tax Area =]
Direct selection
Infotype | &7y |

Click IEI (Create) to copy and continue.

=
Infotype  Edit  Goto  Extras  System Help

1€ | 9B Cee 0HE Sooa R eE

Create Additional Payments (0015)

BjE

| I» | Personnel no.  |40008235 Name PHILLIPS MICHAEL |
Find by | PersArea |1110] Dept of Personnel EEGroup . Civil Service Exempt

~ @ Persan PSubarea (0003 Exempt EESubgroup |81 Manthiy(M) OT Exe.. Status  Active

fHl Collective search
T Search Term

& Free search Additional Payments
Wyage Type | [=
Amount | UsD | | Indal,
— oo Mumberiunit | || |

Date of origin 03/31/2011
Default Date | ]

Agsignment Mumber |
Feason for Change ’_‘
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In the Wage Type field, click on the @ (Matchcode) to open the selection list. Scroll

towards the bottom of the list.
|E7Wage Types for Infotype "Additional Payments"” (1) 257 Entries fou

=
EOEEEREE

WT |[Wage Type Long Text |start Date [End Date
2979 Recoup for loaned ohjects 0140141900 12/31/9959
2983 Health Adjustment Pretax 01401/1200 12/31/2989
2084 Health Adjustment Posttax 0140141900 12/31/9959
2085 Medical Advance 0140141900 12/31/9989
2987 Arrears to DRS subj W/iH 0140141900 12/31/9959
2088 Restore to DRS 0140141900 12/31/9959
|2989 Arrears to treas WiH Def | 01401/1200 12/31/9999
2950 VEBA Trust 0140141900 12/31/9959
20591 Excise Tax to DSHS 0140141900 12/31/9989
29584 Excise tax to Dept of Rev 0140141900 12/31/9959
2059 Liberty Mutual Auto/Home 0140141900 12/31/9989
3100 Agency Reimbursement 01/01/1800 12/31/9999
3101 DB: Agency Reimbursment 0140141900 12/31/9959
3111 Agency Reim Bal 01401/1200 12/31/9989
3224 RePay halance 0140141900 12/31/9959
3226 Cash Payment Cvrpmt Recov 014011800 12/31/9999
3231 Gross Offset/Owvrprmt 0140141900 12/31/9959
3233 Gross Adj - EE Check 01401/1900 12/31/9999
3744 DB: DOL Aide Assn 0140141900 12/31/9999
3758 DBWASH FED STATE EMP ADJ 01/01/1900 12/31/9959
3787 DB:Arrears pavable to DRES 01401/1900 12/31/9989

257 Entries found [

8. Click 12989 Arrears to treas WiH Def (Retirment Arrears to Treasurer Withholding is
tax- deferred.)

@Wage type 2989 treats the amount as tax deferred (subject to OASI and Medicare
taxes, but not subject to federal withholding).

9. |
Click (Copy) to accept
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=
Infotype  Edit Goto  Extras  System  Help

(] 9@ @@ SHE SDDo0 BE @
Create Additional Payments (0015)

EEE]

I || I I |||: * | Personnel No. 40000235 Mame PHILLIPS MICHAEL
Find hy || PersArea 1110 Dept of Personnel EEGroup |B| Civil Service Exempt
< @ Person PSubarea |B003| Exempt EESubgroup [01] Monthiy(M) OT Exe..  Status  Active
{H) callective search
B search Term
{H Free search Additional Payments
Wage Type 2985 [
Amount UsD Ind wval.
[ ] )
----- Mumbersunit
Date of arigin 03731752011
Default Date
Assignment Number
Reasan far Change

10.
Complete the following fields:
Field Name R/0O/C Description
Amount R |The amount of the adjusted contribution.

Example: 100.00

Date of origin R |Any date within the pay period in which the adjustment
is made.

Example: 2/15/2012
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=
Infotype Edit Goto Extras  System  Help

@ B dHICE@ ESHE SHTa8 BHE @M

Create Additional Payments (0015)

EiEP

I ||| I I |||: * | Personnel No. 40000235 Narne PHILLIPS MICHAEL
Find by | Persfrea |1110| Dept of Personnel EEGroup |B| Civil Service Exempt
~ G Person PSubarea (0003 | Exernpt EESubgroup |01 Monthly(M) OT Exe..  Status  Active

Bl Collective search
H} Search Term

[l Free search Additional Payments
Wage Type 2359 Arrears to treas W/H Def
Armount A 100.00 |USD Ind.val.
[ 0] .
----- Mumber/unit
Date of origin DQ£15£2912|

Default Date
Assignment Mumber
Reason for Change

11. Click g (Enter) to accept entrires.
12. 0
Click 23 (Save) to save entries
Results

You have adjusted the employee’s retirement contribution amount for the retroactive
underpayment period.

Comments

You may then be required to go to the DRS Web-based Services, to enter the information in the
Web-based Employer Transmittal (WBET) System. Please see DRS WBET procedures for
additional instructions.
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